
CREATING A CORE

DOCUMENT

 CORE DOCUMENT IS THE SAME AS POSITION
DESCRIPTION (PD)



TYPE IN THE USER NAME: MANAGER

 TYPE IN THE PASSWORD:  MANAGER



CLICK HERE TO CREATE A NEW CD.



SELECT
SERIES AND
HIT THE
ENTER KEY



PRESS CONTINUE.

THIS WINDOW DISPLAYS DETAILED INFORMATION
ABOUT THE SELECTED SERIES



DISPLAYED IS THE SYSTEM GENERATED
NAME FOR YOUR CD. YOU MAY CHANGE IT
BY TYPING OVER THE INFORMATION.

CHANGE THE CD NAME TO “SECY.”



NAME OF CD CHANGED TO SECY.

PRESS THE ENTER KEY TO PROCEED.



PLACE AN “S” NEXT TO THE
DUTY WHICH APPLIES TO YOUR
POSITION.



WHEN YOU SELECT A DUTY, THE DUTY AND
CORRESPONDING GRADE DESCRIPTIONS ARE
DISPLAYED.  TYPE IN THE LETTER “S” TO SELECT.



AFTER SELECTING ALL
APPROPRIATE DUTIES CLICK
CONTINUE TO PROCEED.



CLICK CONTINUE TO PROCEED.



SELECT POSITION REQUIREMENTS BY TYPING “S.” WHEN
SELECTED, THE DETAILED SUPPLEMENTARY SCREEN IS
DISPLAYED.



SELECT THE APPROPRIATE REQUIREMENT BY
TYPING “S.”



CLICK CONTINUE TO PROCEED.



CLICK CONTINUE TO PROCEED.



COREDOC AUTOMATICALLY ASSIGNS PERCENTAGES TO
EACH DUTY. CLICK CONTINUE TO PROCEED.  FOR
MULTIPLE DUTIES, PERCENTAGES MAY BE EDITED BY
TYPING OVER THE NUMBER IN THE PERCENT COLUMN.



SELECT APPROPRIATE KSAs or CLICK
CONTINUE TO PROCEED.  THIS SECTION IS NOT
REQUIRED WHEN CREATING A CD.



CLICK CONTINUE.



COREDOC ASSIGNS A TITLE, PAYPLAN, SERIES
AND GRADE BASED ON DUTIES PREVIOUSLY
SELECTED.

CLICK CONTINUE TO PROCEED.



THIS SCREEN IS OPTIONAL. CLICK EDIT TO
TYPE IN YOUR ORGANIZATIONAL GOALS OR
CLICK CONTINUE TO PROCEED.



THIS SCREEN IS OPTIONAL, CLICK EDIT TO TYPE SPECIFIC
PERFORMANCE REQUIREMENTS (ELEMENTS) OR CLICK
CONTINUE TO PROCEED.



CLICK HERE TO VIEW YOUR COMPLETED
CD.



YOUR COMPLETED CORE DOCUMENT. HIT
THE ESCAPE KEY TO RETURN TO THE MAIN
MENU OR PROCEED TO THE NEXT SLIDE FOR
INSTRUCTIONS ON HOW TO PASTE YOUR CD
INTO A WORD DOCUMENT.



TO CUT AND PASTE INTO A WORD DOCUMENT
SELECT “SELECT ALL” UNDER THE TOOLS
MENU.



SELECT COPY. OPEN A NEW DOCUMENT IN MS WORD.
RIGHT CLICK ON THE MOUSE  AND SELECT PASTE TO
PASTE YOUR CD INTO A WORD DOCUMENT.   REMEMBER
TO SAVE YOUR CD. RETURN TO CORDOC AND PRESS THE
ESCAPE KEY TO EXIT AND RETURN TO THE MAIN MENU.



PRESS THE ESCAPE KEY TO RETURN TO THE
MAIN MENU.



CLICK HERE TO PRINT YOUR PD.



SELECT YES TO PRINT.  AFTER PRINTING
PRESS THE ESCAPE KEY TO RETURN TO
THE MAIN MENU.



YOUR COMPLETED CD IS AUTOMATICALLY
SAVED TO YOUR DESKTOP.  PRESS THE ESCAPE
KEY TO RETURN TO THE MAIN MENU.



CLICK HERE TO EDIT THE CD.



CLICK HERE TO RETURN TO THE MAIN
MENU.



CLICK HERE TO EXIT COREDOC.CLICK HERE TO EXIT COREDOC.


